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- - - - B Georgia Department of Labor
APPLICATION FOR RECORDS H‘E‘:EI\!_TIQN SCHEDULE Employment Security Agency
' Administrative Services Division
{ Records Management and Controls

lNSTRUCTIONS The Reeords Management Officer of the Agency s Records Management and Controls Unit will be of assistance in com-
pleting this form. After Division Director/Designee has slgned the form, forward original to Administrative Services Division, Records
Management and Controls, 130 Memorial Drive, S, W , Atlanta, Georgia 30303. Attentuon Records Management Officer

FOR AGENCY USE 1. Agency Address : FOR RECORDS MANAGEM ENT USE
Application Date , . DEPARTMENT OF LABOR " Application Number
"Employment and Training Division -
— 3./,29/82 CETA Training Section -75 100~ H
Application Number 501 Pulliam St., S. W., Room 350 Date Received e Completsd
| oL -o021 _ ~|__Atlanta, Georgia 30312 . MAY 6 1082 | 131982
2. Person to Contact . ' Working Title Telephone Number |
Billy J. McLeod State Employment Section Supervisor 656 - 3166
3. Action Requested
a. ] Establish Retention Schedulerreoord will continue to accumulate.
b. [} Dispose of present accumulation; no further accumulation anticipated.
c. Amend Application No._75-100 & 75-100A _ Check One: _ [ Change; ] Supercede;  []J Void
4. Dates of Series - 5. Records Series Title (followed by title used in office, if different)
Barliest . Latest Comprehensive Employment and Training Act (CETA)
7[2;,,_] Present | Institutional Training Project Files

8. Division and Office Function - - - What is the function of the DIVISIOH and the Office in which th|s record series is created?

The Employment and 'I‘raan.ng DlVlSlon under the general adm1nlstrat1ve direction of the
Deputy Director, Employment Security Agency, is responsible for the development, - -
implementation and supervision of the CETA Programs.

The CETA Training Section reviews requests for training and prepares contracts for
funding of projects, interprets and releases to staff and local offices changes in
procedures. : e -

. - A - - . i N — C - . .
P P . IS .- L D T I e T ST e e

7. Reeord Senes Descrlptlon This file contains the followmg documents (mclude form numbers and titles, If eny)
S — Attach samples of the file. - -~ -
Documents relatmg to! Developing and funding training projects in compliance with the
Comprehensive employment and Training Act -(CETA) of 1978.

Included are: ~Information furnishing particulars of the participants, confirmation of
their certification in the training program, instructions and guldeln.nes
to follow while part1c1pat1ng in the program.

Forms included: 1Individual Certification for Vocational Training (CETA Form 203) ’
) Training Plan Outline for CETA Individual Referrals,
Post Secondary School Calender, and related correspondence.

. ) B ] ) . . - . . .. ~ - \ ' Lo . )
File is arranged: Geographically by area; thereunder numerically by project number.

8. Mohtmy Reference Rate _ Wl:lbw often are records referred to which are: ~ 7 ' :
Onetosixmonthsold____ 0 ; Seven to twelve months old 2 _; Thirteen to twenty-four months old 1 :
twenty- -five months and older [o N 4 :

9. Annual Rate of Accumulation of Records : i
Letter-size drawers____ 3 ; Legal-size drawers _____; Shelves _____; Other fspecify)

~ B {Over) ' ESA-144 (3/80)

(AR-50-71)




-~ .

YES| NO [ 10. Questionnaire  (Place an “X”in thepropercolumn} T v e * o . -

a. Is this the official copy of the series? ‘ ?““—:- __ﬁ} ‘ 3
X If not, where is it? : LI 'r;‘l A, R
" | "b. Does the series contain cqnfidential information requiring security handling? _ If yes, cite law or regulation.
X Georgia Code 54-237 (1) and 54-642.1 R V
X c. Is this a vital record? _ B
X d. Does this series have hlstoncal or long term.research value? : /

. e. When one or two documents in the file make it necessary to keep the entire file for a Iong perlod could these documents
c be scheduled separately? .

X _' f. Is the mformatlon contained in this series ever published? l'f yes attach Copy. o

9. Isthe mformatlon contained in this series ever analvzed and/or recorded in a summanzed report?
X If yes, attach copy. e -
h. 1s there a duplication of this series in your office, orin another office or agencv7 o
X | b M yes, where? sopa ¢p raining area of ffice; partial duplication Ga. De
| X 1. Is this series {or a major portion of it) regularly microfilmed? - ]
i X l J. Does the record series result in a computer printout?
11 Retention Requnrements ~ The following requires the series to be kept:

a. State Law , _;Li’ years. d. Audit period years.

b. Statute of limitation . YeQrs. e. Admiqi‘strative‘neeq ) _ years.

c. Federal Law ’ 3. years. f. Federal retention instructions __ 3 _years. -

.

Attach copy or excert of laws or regulations. _Explain administrative need., -

P.L. 95-524 (CETA) dtd 10/27/78, Sections 103%a) (11) and 133(a)(1).

41 CFR 29-70.203-2, 29~70.203-3(b), 29-70.203b-1 and 29-70.203b-2.

GDOL Adm:LnJ.stratJ.ve Procedures Manual Part II, Sec¢tion 11716.01. . - - -
Records to be avdilable to Secretary of Labor for l:.tlgatn.ons, audits and cla1ms.~

12 'Approved Dnsposmori Instructions This agency recommends that the f|Ie senes be cut off at the end of each:

Di(.}alendar Year; [B"Fiqcal Year; D_Other o e o ~hen.
K] .Hold"ih the cﬁ;rent files area .. _month(s} 1 ) T _ vear(s); then | | ) o
‘J Transfer to local holding area; hold : year(s): then
ransfer to State Records Center; hold , year(s); then

K1 Destroy.
(3 Transfer to State Archives for permanent retention.
(X Other {Specify) Destroy on the satisfactory completion of all addits, claims, or litigatig

n.

TRAINING ALLOWANCE PRINTOUT: Hold in current files area until updated report is
received, -then ‘destroy.

Dwnsuon Director/Designee (Signature)

" W“rﬂw%

/ ESA Dtrecto g Signature) '

| 5-3-£2.

Date

5.3 52

. 7\ ' o ] State ecords Commijges /S :gnature) Date
Recommendations in paragraph ' . a Py m
12 are approved. (If disapproved, State Auditor/Designee S- 7‘
attach fetter of explanation.) 77 - :

Secret te/Designee @ W \m é—: -
siovee | (7, ]-82

Attorney General/Designee / -
e e } — . i@zg ]

\v

(Beverse




S . _GEORpU\D;PAHTMENTOFLABOR
e + EMPLOYMENT SECURITY AGENCY
) ADMINISTRATIVE SERVICES DIVISION
RECORDS MANAGEMENT AND CONTROLS K
/ ‘ - Application Number
; ! APPLICATION FOR ‘
! © AMENDMENT TO RECORDS RETENTION SCHEDULE

¢
{

Application Date: July 30, 1980 - FOR STATE RECORDS MANAGEMENT DIVISION USE
i . ' ‘ L Date Received "Application No. Date Comnpleted
T . NOV 17 1980

SEP 151080 /07100 B

. T [P —— S S

Record Series Title: 75-100 Inft]'_tutiona]_ Train]'_ng Person to Contact:
Project File '

ltem number to be amended:  Item 16 on old form - Tetephone No.  656-3040
’ Item 10b on new form (3/80)

1

Reads as follows: 'mo'' on confidentiality of records

"

Amended to read: es" on confidentiality of records
t y y

records under CETA rekain open to public
ds including financial\records shall be

s such infor-

tem regulations

Re¢ason for %hi'm .
inspectionn
made "availdRle to the public to the
mation availa about its employees.'

therefore make a ept PSE employment

AUTHORITY: Federal ister, July 20 79;R9-702203b-3b1,2.,
; Division Dirbthr/Designce: A At %{“f’f:%fl_ _ Date_ ____?Z"?ZZO I
Records Management Officer (RM&C}): % /V_ i Date_ j/jd/% _

Date o

ESA Director:

Date _ _ / _a' J_e-frq S
Date _A” -2 7_‘;_8’-ﬂ_u
Date__ / A /,A%Q,a

ESA-143 (3/80)

State Auditor/Designece:

Secret%atelncsignee:

Attorney General/Designee:
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STATE ™ B y . OFFICE OF SECAETART OF STATR = L geee

7. ACTION REQUESTED

ESTABLISH DISPOSITION STANDARD; D DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE

‘T-— T W”f,“mm{‘ it s hoate: £ PR L . S > o o4 Pl UL et T A Y- ) VR RO s E

Earliest & Latest |9.Exact' Series Title
Dates of Series

1o'ﬂhat is the function of the office in which this record series is created?

The Manpower’Programs Operations Division under the general administrative direction of the
1mp1ementat10n and supervision of manpower programs.

CETA Training Section ~ Reviews requests for training and prepares contracts for funding of
projects, prepares monthly report for all allowance payments, interprets and releases to
staff and local offices any changes in procedures. ',

| ;/ -

11. This file contains the followzng documents (include form numbers snd tltles, if any,
and file arrangement). .

Documents” related to development and funding of training progects in compliance with the
CET Act of 1973 and other directives and regulations 1ssued by the Secretary of Labor,
Included are: . ‘ .

Form CETA-1 - Cllent Intake Form ‘

Letter of Certification from Training Facillty

CETA Form 203 - Individual Certification for Vocational Tralnlng (Under 92-203

Comprehensive Employment and Training Act)
Training Plan Qutline for CETA Individual Referrals
School Calendar - and other related correspondence

(File is arranged numerically by project number.)

ATTACH SAMPLES OF THE FILE

LT e TR L AR T F R T TS T “.:1!":;", L R T DT L T TR S AR, TN T e AR T T R T e, e L T OGRS e o ST R T TR

=

July 1974 - Present COMPREHENS IVE EMPLOYMENT AND TRAINING ACT - INSTITUTIONAL TRNG. PROJ. FILE

Deputy Director for Manpower, Emplovment Security Ageney is responsibie for the development,

¥ w':J

. ‘. ¥ rrie
. o Applicat for DEPARTMRET OF ARCEIVES & S18TORY 1
’ GEORGTA RECORDS DISPOS{TION‘ STANDARD FECORDS MARACENENT DIVISION
- . — — e S AT T AT Y T ST ﬁ@v’ﬁ,wm_c" CENVTITTN
"I 'lp’llctyloﬂ Dave IS Zh L LOM Ses saparate Lnatrucivcons for compietion -l FOR RETORDS WANAGEMENT DIVISTON sy
}—17-75 froat and reverse of thie'foem. Sign origiaal and tuo eopiea Date """"“ Application ¥o. bate Completed
2 .“‘”‘"' Application fo. and forvard to Fepartment of Archivea and Nistory, Attentibn r:
DL‘OZ‘ - Recaris Wamasdesent Ifficer | .
TSI DR M T T s s S T I YT o D s T e e e T N I L I IR ST T S YT
3 l n 1, Diwtet n r.M!-r\-lIn)n A Ad-lni?lrrr\n. J:l'“f:e Addr;-.mm * ﬁ‘m‘\ 'rf:-:sn to Coatart
‘Department of Labor : )
Manpower Programs Operations Division . 4 W. Pred Orr
CETA Training Section e
301 Pulliam St., 8. W., Room 350 ‘ éPvnnugﬁu“ . : b_géénélée
- ’ » 0 .
Atlanta,# Georgla 30312 AT e o AT S T Tl Sy TS e e ST E ..zfﬁ_.;.:r'_o,';lz,.‘:—-:zeﬂy_u cv_-:'?.f*mdﬂ;‘ﬂ!&m* S e ST, T TR T

NO FURTHER ACCUMULATION ANTICIPATED. )

e S Tt B
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5 TQUIPHIAT aTCnpiYy *a. of Dravers TC-: Tt. of Mecords Bo. of Drawvers Cu. Fy. of .""“4
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ST S e
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F::Lrw“'? = rmm(ﬁr -
QUESTIGNNALRE Trere wn tom in b yraper woromns 16 wmverr 11000 pimee et YES NO
13. Is this the Record Copyf of the series? o | oL xy [
1k, Is there a duplication of thls series in snother office or agency? - T xRy 1)

GSES training area office; partlal dupllcatlon Georgia Departmenﬁ of Education = - . __
15. Is the information contained in this series ever summarlzed or published? [ 1 [X]

Attach copy of summary or publication. - '
16. Does the seriés contain classified 1nformat10n requiring security handling? [ 1 (x]
17. Does the series initiate, amend or terminate agency policies and procedures? [ ] [X]
18. Could the function be performed if the files were lost or destroyed? (x] [
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? {1 (x]
20. Does the record series Erov1de data as input to an EDP file? T 1 [x]
'f Cha é&44j44g'¢44ijﬁLtLJL3 “Qéa A P~

- 21. Does the record series contain documentation produced as EDP printout? .9 B
22. Has the Federal Covernment issued instructions governing the retention/dispo~ .[X] [ }

v - . -f' L
3 . s E] s -~

‘_ phGE 2

l
= i k] e i Rk Al — e ot L e .

sition of these files? Employment Security Manual, Part I, Chapter 11700 and
Agency Administrative Procedures Manual, Part II, 11716.01 :
23. Wil) there be a need for these records 10, 15 years from now? If yes, what? [ ] [X]

3 yrs. following final action on |
2h. REQUIREMENTS. The following requires the files to be kept project years:(final action is
the 6th mo. follow-up on trainee)

a.[]STATE ©b.[]STATUTE.OF  c¢.[]AUDIT .d.[}iFEDERAL e.] JADMINISTRATIVE f.[]HISTORICAL
LAW ILTMTTATTION pRoTAD T T ALY : NECTISION AL

A ke ks Ak B H Py AL W R

(Cite Law, Statute, or other reason for the retention requirement)

Administrative Procedures Manual ~ Part TI, 11716,01 -
“CETA records become obsolete 3 years from date of last action taken on prOJect.

25 AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -[)CALENDAR YEAR -[]FISCAL YEAR -[{OTHER____ See below _ ,<then:

Upon completion of 6-month follow-up of ail‘trainees, transfer to inactive file,

" Cut inactive file at the end of each fiscal year and hold in current files area 1 yeér; then

(1) CET Section (Central Office) file: transfer to State Records Center, hold 2 years and
destroy, except that at time of destruction a random sampling of one cubic foot of
files for all years ending in O and 5 Wlll be retired to the State Archlves for -
permanent retention.

(2) Dlstrict Office file: transfer to local holding area, hold 2 years, destroy.

¢
-k

(Indicate briefly rationale for recommendations above/or write additional remarks):

—————— . arman. e

Reeotds Yandgemgnt Of ptper (Sjghature] Date
w e . S-/7 75 | OTHER REQUIRED SIGNATURES | DATE
26ﬂecommendat1ons Head/Designee ' :
n paragraph 25 ,C(.’!@,‘!,gu Disapproved|| -1 7'/’) AAAAA
are: tate Audztor/Deszgnoe

8 1 Approved [ ] Disapproved

dAttorney General/Designee ,

.....

STATE RECORDS] RSecretary of State/Designee |
COMMITTEE 4L 1 Approved [ 1 Disapproved} L . . |

_l Approved J: ] D1sqpprcved e

e R e e el
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STATE
OF
GEORGIA

Application
RECO?DS DISPOSITION STANDARD

for

OPFICE OF GECRETARY OF BTATE

DEPARTMERT OF ARCTIVEE & RIBTOMY

e

— -
l .A’pll:-llea Date l?'xf*yiflolS‘ ! See ssparate inatructicons for complaetion -f FOR RETORDS MAKAGEMENT DIVYSTON USE

3-17-75

2 Aeency dpplieation fo. "a-d forvard to ﬂ-pnrt-llf af Areh-u-- ‘and Wistory, dttention

DL-021

front and raverad of thie fors.

Records Managament ﬁfflear

Slgn original and tweo eaplul

Date Recelved

AGERCY, Divielcn, Subdivision & ldllnlntrrln. Offlce Addreas

‘Department of Labor

Manpower Programs Operations Division

CETA Training Section
501 Pulliam St., S. W.é Room 350

Pereon to Contact

RECORDA WABACEMIRT DIVISION

Appllﬁellon Mo .

AR 19 1975{75-100 APR

W. Fred Orr

Uate Completed

4 5 (.04

5 J¥nraing Title

ProJ. Dev, Coor.

6'?11 Wa .

656-3166

Atlanta, Georgia 3031
T.Kt|]5N REQUES'ED

0 ESTABLISH DISPOSITION STANDARD;
RECORD WILL CONTINUE TO ACCUMULATE.

DISPOSE OF PRESENT ACCUMULATION;
NO FURTHER ACCUMULATION ANTICIPATED.

g Earliest & Latest 9-Exact Series Title

Dates of Series

- July 1974 - Present COMPREHENSIVE EMPLOYMENT AND TRAINING ACT

(CETA)

_JINSTITUTIONAL TRNG. PROJ. FILE

10. What is the function of the office in which this record series is ereated?

The Manpower Programs Operations Division under the general administrative direction of the
Deputy Director for Manpower, Employment Security Agency, is responsible for the development,

implementation and supervision of manpower programs.

CETA Training Section - Reviews requests for training and prepares contracts for funding of
projects, prepares monthly report for all allowance payments, interprets and releases to

staff and local offices any changes in procedures.

1

11.This file contains the following documents (1nclude form numbers and titles, if any, b

“ahd file arrangement).

) \-E"V.

Documents relating to: Developing and funding training projects in compllance‘ﬁ;

with the CET Aet of 1973,

Sl

.ﬁﬁluded are: Information furnishing particulars of the clients, confirmation of

7 thelr certification . in the training program,
to follow while participating in the program,

and instructions and guidellne§J
Forms included are:

Client ¥§.

Intake Form (CETA-1), Tndividual Certification for Vocational Training, Un?ég

Fi;a is arranged: Geographically by aresa;

92.203 Comprehensive Employment and Training Act (CETA Form 2063),

Tra1n1ngrvﬁ‘=&

shF S
thereunder numerically by project no.

f’} . -
) ATTACH SAMPLES OF THE FILE -t e
-Z?A, N —
. BQUIPNMERT NCCUPTEL . No. of Dravers Cu. Pt. of Records Ro. of Dravers Cu. Pt. of Recordy
Lett 1 Tiie D ARRUAL RATE OF ACCUMULATINN
. er-oslee . ravars
5 7.5 : 5 7.5
In Officel{al} tn Storage Arcala)
Legesl-alte File Lravers Pioor Space Occupied (square Feer)
his Last Precedingfail Prior
lear‘s Tear's Yenr's Yearn'
| AVERAGE DAILY REFERENCES 10 4 0 O

Form. AR-30.7T)




v e PAGE 2 %

, QmESTIONNAIRE Place an “s” in the proper column Tt snaver ia "'.YI:G." pl:ll! eaplain . Y.ES ’N()J
. 13. Is this the Record Copy pf the series? S-S I
14. Is there a duplication of this series in another office or agency? - ' x] [ 1
GSES training area office; partial duplicatlon Georgia Department ‘of Education
15. Is the information contained in'this series ever summarlzed or published? [ 1 [X]
Attach copy of summary or publication.
16. Does the seriés contain classified information requlring security handling? 1 [x]
17. Does the series initiate, amend or terminate agency policies and procedures? [l [x]
18. Could the function be performed if the files were lost or destroyed? (x1 [}
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [ 1 [x)
20. Does the record series provide data as input to an EDP file? 1 [x]
- 21. Dgoes the record series ¢ t entation ed EDP printout? X
Prlntouts rece%&ed g o%%lg%ﬂ?hgfz pafnﬁff%wag%es fgrziggformatlon x) ]
€ﬁ%t?eég}%lcééfg¥ﬁﬁ%%£ issued instructions governing the retention/dispo- .[X]) [ ]

sition of these files? Employment Security Manual, Part I, Chapter 11700 and
Agency Administrative Procedures Manual, Part II, 11716.01
23. Will there be a need for these records 10, 15 yvears from now? If yes, what? [ 1 [x]

3 yrs. following final action on
24, REQUIREMENTS. The following requires the files to be kept project years:{final action is
the 6th mo. follow-up on trainee)
a.[]JSTATE ©b.[]STATUTE OF c¢.[]AUDIT d. [{FEDERAL  e.[]ADMINISTRATIVE f.[]JHISTORICAL
LAW LIMITATION PERIOD " LAW DECISION VALUE
(Cite Law, Statute, or other reason for the retention requirement)

Administrative Procedures Manual - Part II, 11716.01
"CETA records become obsolete 3 years from date of last action taken on project."

i inactive file.

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each ~-[])CALENDAR YEAR -[]FISCAL YEAR -[{OTHER______ Sce below : ,then:
- Upon completion of 6-menth follow-np of all trainees, transfer to

Cut inaetive file at end of each fiscal year; hold in current files
grea 1 year; then

CET Section (Central Office) File: ‘Transfer to State Records Center; ‘!
hold 2 years; then destrov. - :

District Office Filem Transfer to local holding area; hold 2 years;
then destroy.

Training Allowance Printout: Hoeld in current files ares until
up~dated repori-44 recelyed; then destroy.

Recordéwt ?ﬁfweW 3. /”7“_t; - OTHER REQUIRED SIGNATURES DATE

26. KeCommendations [4ge Head/Designee : (JL (;/y’ T
ﬁ/ paragraph 25|[*T Approved [ ] Disapproved 0. j:{% 7-11.73
are: tage Auditor/Designee \\}Q: —
: &mmﬂ-c\\ N\ R AR S

Mg\éﬂf f —1-75]

State/Designee
d { ] Disapproved
ey General/Designee

A BL 000 a)a

Approved [ ] Disapproved




S.IM.E OPFICE OF SSCAETARY OF STarR . P

py. Application .f';‘-!‘ DEFANTHEST OF ARCHIVES & 818TORY ) ";)L
GEORGIA RECORDS DISPOSITION STANDARD FECORDE MAFAGENENT DIYISION
l .lpyiltlblan DmLe !_QMQ_‘_S Ses separate 1ratrucrtiong for compietion fl§ FOR
3-17-75 ’ fromt and reviras of (ALS form. Siga original and tuo copieel Dete Received Appiication Wo. Date Completres
2 Mrncy sppitestion oo and firuard o Pepartesst of Archives and Nistory, &1lemtion
DL-OZ] = Mecris ¥anageaent fficer

AZERTY, Piviat e, futdtvisinn b Aduinletering “ffilce Adireas ' 7"00'\ to fﬂntl’l

‘Department of Labor . ;

Manpower Programs Operations Division : | W. Fred Orr
CETA Training Section :
501 Pulliam St., S. W., Room 350 D L vrrina Ticie 6 . Ter
Atlanta Georpia 30312 Proj. Dev. Coor. 656~ 3166
KCTTON REQUESTED
ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED

8.Earliest & Latest |9.Exact Series Title
Dates of Series

July 1974 - Present COMPREHENSIVE EMPLOYMENT AND TRAINING ACT - INSTITUTIONAL TRNG. PROJ, FILE

io’kmat is the function of the office in which this record series is created?

' The Manpower Programs Operations Division under the general administrative direction of the
Deputy Director for Manpower, Employment Security A?ency, is responsible for the deveiopment,
implementatlon and supervision of manpower programs.

CETA Training Section - Reviews requests for training and prepares contracts for funding of
projects, prepares monthly. report for all allowance payments, 1nterprets and releases to
staff and local offices any changes in procedures.

oV -
f’&pffﬁv/z'“‘m*'" S

1. This file contains the following documents (1nclude form numbers and tltles, if any,
and file arrangement).

Documents related to development and funding of training projects in compliance w1th the
CET Act of 1973 and other directives and regulations issued by the Secretary of Labor,
Included are: '

Form CETA-1 - Client Intake Form

Letter of Certification from Training Fac1lity

CETA Form 203 ~ Individual Certification for Vocational Tralning (Under 92-203

Comprehensive Employment and Training Acr)
Training Plan OQutline for CETA Individual Referrals
School Calendar - and other related correspondence

(File is arranged numerically by project number.)

ATTACH SAMPLES OF THE FILE
m R RS ARSI A T LT
Cu. Pt. of Recrrdy

RIS LY I SRR ACTR IR S g e

IQUIEMENT AtCuUPilY ¥y of Dravers Cud. Fr of Ne2cords Ro. of Draweras

. , ARRULL RATE OF ACCUWULATION )
etter-alze Fite Dravars
5 7.5 5 7.5

In Gffi-ela) le Goctage Aresn’al

Legal-nstite FLie¢ Dravers R Tioor Space Orcupies izquare Pretr?

Tnis Thet ber. edingga.. Frior
Tear's tear Trar's Yrare’

AVERAGE DATLY REFENERCES 10 4 0 0

‘& AN-%0-7)



QUESTIONNA[RE Fisce ®n "2" 0 (he proper voiusn. If anwver ‘.»:‘"n:'_;_‘ ,-:-anl apiein ‘ YES NO

13. Is this the Record Copy of the series? o (XY 0]
1k. Is there a duplication of this series in another office or agency? - | ) 3
GSES training area office; partial dupllcatlon Georgia Department of Education
15. Is the information contained in this series ever summarlzed or published? 1 [%X)
Attach copy of summary or publication. :
16. Does the serieés contain classified information requiring security handling? [ 1 [x]
17. Does the series initiate, amend or terminate agency policies and procedures? [] [x]
18. Could the function be performed if the files were lost or destroyed? [x] [ ]
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [1 [x]
20. Does the record series*provide data as input to an EDP file? f 1 [x]
© 21. Does the record series contain documentation produced as EDP printout? x1 [ 1
22. Has the Federal Covernment issued instructions governing the retention/dispo- .[X] [ 1]

sition of these files? Employment Security Manual, Part I, Chapter 11700 and
Agency Administrative Procedures Manual, Part II, 11716.01
23, Will there be & need for these records 10, 15 years from now? If yes, what? [ 1 [x]

3 yrs. following final action on
2h. REQUIREMENTS. The following requires the files to be kept project  years:(final action is
the 6th mo. follow-up on trainee)

a.[]JSTATE ©b.[]STATUTE OF «c.[]AUDIT . d4.[}FEDERAL ‘e.[]ADMINISTRATIVE f.[]HISTORICAL

1.AW LIMITPATION DRDBTOND C T ALY NEATOTOAN VAT

[P PR R vy poTe Ty POV W } LI Y LV e

(Cite Law, Statute, or other reason for the retention requirement)

Administrative Procedures Manual - Part II, 11716,01
“CETA records become obsolete 3 years from date of last action taken on project."

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -[]CALENDAR YEAR ~{ JFISCAL YEAR ~[{OTHER______ See below ,then:

Upon completion of 6-month follow-up of a11 tralnees, transfer to inactive file,

" Cut inactive file at the end of each fiscal year and hold in current files area 1 year; then

(L) CET Section (Central Office) file: transfer to State Records Centér, hold 2 years and
destroy, except that at time of destruction a random sampling of one cubic foot of
files for all years ending in O and 5 will be retired to the State Archives for
permanent retention. ‘

(2) District Office file: transfer to local holding area, hold 2 years, destroy.

(Indicate briefly rationale for recommendations above/or write additional remarks):

Recwgmﬁ‘t Ofprper (Sjghature) 5. /-’;f”;; OTHER REQUIRED SIGNATURES DATE
26/ Recommendations Head/Designee (;;Qé?’hka{jﬁ
djén paragraph 25|[{] Approved [ ] Disapproved %} EXNNAD.
are: dState Auditor/Designee \/
[ ] Approved [ ] Disapproved
STATE RECORDS Secretary of State/Designee |
COMMITTEE 4[ 1 Approved [ ] Disapproved

HAttorney General/Designee
47 7 Apnroved [ 1 D1§annrovod
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. : Part II Employment Sérviég_ProgEEm and Procedures 11700-11706
11000-11999 f Structure and Meintenance of Files R-1/27/65
11700-117h9' : | bISPOSAL OF OBSOLEIE RECORDS .

{
*¥11700 Disposal of Records in Accordance with State Lawd and Regulations.

Wnen local employment service office records become obsolete, tney
are disposed of in accordance with the State laws and reguwlations

governing the destruction of records.

The conditions under which local office records are considered
obsolete are prescribed below., No records are disposed of prior’
to their obsolescence. :

If Staterlaws or regulations prohibit destruction of records, or
require that they be preserved for a specified period of time after
becoming obsolete, the local office should place the obsolete
records in storage files. Such records are stored in the most

. economical manner.

When obsolete records’ are destroyed in accordance with State laws

or regulations, precautions should te taken tu insure that informa-

tion contained therein does not become available to unauthorized

persons. Provisions should be made for immediate destruction of the
- records or obliteration of the information contained therein.

{' 11705-117&9 . Conditions Under Which Records Become Obsolete

*¥11705  Application Caerds. A Form ES-511, Application Card, bvecomes
obsolete under the following conditions:

A. The applicant dies, or

B. The application has been in the inactive flle for a pericd
of 1 year, as shown by the last date in the "Dates" column.

All applications in the inactive lee are examined once & year to
determine which have become obsolete because of inactivity for et
- least & year. The whole file may be examined at one time, or the
(=} work may be spread out during the year to equalize the clericeal
B ‘ ' work load. 'All obsolete applications which indicate that the
gpplicant has received counseling should be routed to the c0ﬂcerned
counselor.
ta 7-3%

*¥11706 Test Records. Form BSGX7, Test Appointment Form, becomes oksolete
' es soon as the date regarding test results have been transcrited to
the application card and/or counseling records. Form BS=538 ~Fewt MA 7-49,
GATB Test Record Card,Reeerd-Card-beoomes obsolete when the application card or coun-
and Form MA 7-23, seling records for the individusl become obtsolete.
NATB Test Recoxrd Card, become

B

(n‘ . *Revises sections 11700, 11705, and 11706 as issued 9/1/&6
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- o ADMINISTRATIVE PROCEDURES MANUAL T OGA MTL

: f . _
PART I : Employment Service Program and Procedures 11706.01-11718.01
11600.01-11999,99; . Structure and Maintenance of Files ;, ) ? (1-1-75)

)

11700,01-11749,99 Disposal of Obsolete Records
‘(Supersedes Bulletin No. 1826- -12, Supp. 1 and 2, 2260-18, 2261-18)

.

11700.01 Dssposa\ of Local Offlce Records in Accordance wi th State Laws and
Regulat ions.

When local employment service office records become obsolete, they
are disposed of in accordance with the State laws and regulations
governing thgrdestruction of records, :

i

»

...The conditions under which local office records are cbnsidered obsolete
_are prescribed below. HNo records are disposed of prior to their
~ obsolescence. ' : .

When obsolete records are destroyed, precautions should be taken to insure
. thet Infornatlicn zont2ined therein does not become avallable to unauthorized
- persons. Provisions should be made for immediate destruction of the reccids
- or obliteration of the information contained therein,

11705.01-11726.01 Point in Time That Records Become Obsolete

330=A, 332 5 232 4 Keep as long as employer is in business,
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" 11706.01  Equipment Records Keep as long as équlpmént'retaihed

il707.01 -Tralnlng Record Cards ESA 1013 Local Office copy kept until employee is
separated, Staff Training copy kept permanently, . :

11708.01 Personnel Files Keep until separatlon - then forward to Personnel Section,

11709.01‘ Special Notices - Radio or Televnsson ProgramsLAetc 1 year.

11710,01 Al] Managerial Controls Keep for 3 years.

'q/lf7l|.01 Admini;trativq, Applicaﬁt, and Emplgyer»torrespondencé 1 year;
11712.01 Test Record Cards, GSES-518A, 5188 2 years 1f only includes specifics on
. proficiences. - § years if includes complete GATB, NATB or BOLT.

ot 11713.01 Counseling Control Card, GSES-614 1 year after Inactivation.

— 11714.01 Application Card, GSES-511 1 year after inactivation.

11715.01 g!oyer Orders (Job Bank) 2 years.
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11716.01 CETA Records 3 years from data of last actio;?\}
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11717.01 MDTA & RAR Training and Payment Records 3 years from date of last action,

11718.01 Used Answer Sheets 1 year on persons age 40-64; 1 year on others = if
space permits, ! .



